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APPLICATION FOR RECORDS RETENTION SCHEDULE | OFFICE OF THE SECRETARY OF STATE

RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to

Department of Archives snd History, Records Management Division, 333 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section.

FOR AGENCY USE 1. mwudrm ' = '} FOR RECORDS MANAGEMENT USE
| Aprlication Date Department of Education Application Number
7 Office of Administrative Services L']3 8" {H
Application Number Local Systems Support Division Dete Received . Date Completed
Statistical Services Section NOV 9 1982 ] JAN 1 9 1983
2. Parson to Contact _ Working Title Telephone Number
Gene Wallace ) ' Administrator ' 656-2400

3. Action Requested
' a. [ Establish Retention Schedule; record witl contmue to accumulate.
b.. [] Dispose of present accumulation; no further sccumuiation anticipated.

{ ¢ Amend Application No. 438  Check One: B Change; [ Supercede; O Void
4. Dates of Series 5. Records Series Title (followed by title used in office; if different)
“f Earliest Latest
l EDUCATIONAL SYSTEM STATISTICAL FILES
6. Division and Office Function What is the function of the Division snd the Office in which this record series is created?

i

7. Record Series Desmpuon This file contains the followinp documents finclude form numbers and titles, if any}

Attach samples of the file.
Documents relating to: |
All records in this series end effective 1977 except the
Elementary-Secondary General Information Survey/ Common Core Data,
which wil‘ll continue to accumulate.
8. Monthiy Reference Rate How often are records referred to which are:
Onetosixmonthsold .. __; Seven to twelve months old ; Thirteen to twenty-four months old :
twenty-flve months and older 1
9. Annus! Rate of Accumulation of Rmrd:
Lettersizedrawers _____ _____;legalsizedrawers _____ _ ___ ;Shelves _______ _;:Other (specify}

AR_BO—71; Rev. 76 ' - (Over)




ves | nO | 10. Questionnsire  (Place an X’ in the proper column) ¢ 1

8. Is this the officia! copy of the series?
if not, where is it?
b. Does the series contain confidential information requiring security handling? 1f yes, cite law or regulation.

c. Is this s vital record?

d. Does this series have historical or long term research value?

e. When one or two documents in the file make itneoessarytnkaeptheomnrcﬂlofora iong penod eouldthese
documents be scheduled separately?

f Is mmmlmmmmmm;mm ooy,

g s the information oontnmed in this series ever nnalymd lﬂd/Ot rooorded in & summarized report?

If ves, attach copy,
h. Is there a duplication of this series in your office, or in another pffice or agency?
Jf ves, where?
i lsmwwmmumd?
_j. Does the record series result in a computer printout?
11. Retention Requirements The following requires the series to be kept:
a. State Law : years. ~ d. Audit period _ years.
b. Statute of limitation . years. ‘ ¢. Administrative need , years.
c. Federat law years. §. Federal retention instructions , years.

3

Attach copy or excert of laws or reguhtioni. Explain sdministratiﬁe need, .

12. Approved Disposition Instructions This agency recommends that the fi]e series be cut off at the end of each:
D Calendar Year; 01 Fiscal Year; 3 Other then,

O Hold in the current filesarea _____month(s) _______ year(s); then
D Transfer to local hoiding area; hold ________vyear{s); then
O Transfer to State Records Center;hold __________ year(s); then

0O Destroy.
0 Transfer to State Archives for permanent retention.
D Other (Specify) No_ Change

These instructions apply to all prior and future accumulations of the series.

Records Management Officer [Signature) Date

Date,
y/s /52| Wellew 2 I8 vy gordis] 1/5/72
Y Sut-lloeordspommm (Signdture) ] /Dgte

Recommendations in para- — { "
graph 12 are approved. State Auditor/Designes WM 3 [y 29-9V

(1f disapproved, sttach Je
of explonaton) dY’Eaeury of State/Designee wfl Wutdp—. A bt

E——— AN

AR—80-71; Wev. 76 ' “TReverss $ide) 7



- ST I e

;;ATE ] . OFFICE OF SECRETARY OF STATE
oF A pp? jcation for DEPARTHENT OF ARCHIVES b EIBTORY

_— - - o '
1 , tpplication Date INSTRUCT[ORS Ses separcte instrectioms for compietion of j FOR RECORDS MANAGEMENT DIVISION USE
December 7 ’ 1972 fromt and reverse of this form. Sign original and two copies Date RNecelved Application Wo. Tate Completed

Recorda Mamagemen: Officer.

2 .Allncy7!29p1 lan;inn Mo . Hnnd foruard to Department of Archivea and Wiatory, uuu;;:-. 'D‘Ec 1 2 1972 %31 DEC 1 8 1972

3 AG!II"T Mvnnn ﬁuh;ﬁ!llo\ & Kdministering Tffice Addreas T
“Department of Education, Mamgement Information
_Bervices Division, Statistical Services Unit,
“Room 103, State Office Building
Atlanta, Georgia 30334
7.ACTION REQUESTED ' ,
x[:] ESTABLISH DISPOSITICN STANDARD; DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED.

.

Mr. Eugene Wallace, Jr.

Working Title 6 Tet. Wn-

ocord of Stats 656~2400

5. EBarliest & Latest |9.Exact Series Title
Dates of Series

1937 to Present Educational System Statistical Files

L0 - ;What is the function of the office in which this record series is created?
To design, install and maintain systems for the collection, analysis, reporting
and publication of educational data in order to insure research and

deveiopment within the frame work of overall educational strategy. Actlvitles
include ' (but are not limited to) design, puBllcatlon and distributlon of me
forms and instructions” (2) providing for periodic submission of data from

local skhool systems (3) manipulation and analysis of date received (4)
reporting 8r pulbication of findimgs. To provide an 1nformat10na1 system
which insures that information requested from School Systems is not

duplicateﬁ within the Department R RE E AP S S B Pl & SR
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; » This file contains the followlng documents (1nclude form numbers and titles, if any,
and flle arrangement) ‘Documents relating to the Educatlonal System Statistical
Files, included Are:.

1. Superlntendent 8 Annual Attendance Report, Form S5-36.
2. . Superintendent's Annual Report, School Plant Section.
3. Superintendent s Annual Report, Pupil Transportatlon Section. _
4. Local: School sysEem Suﬁerintendent‘s Annuai Flnanclal Report ‘Form SDE 3230-1

v r

"5: {fa]l Report of Teachers, Enrollment, and Schoolhou31ng PR e
6. BSuperintendent's Offical Monthly Report, Form S-24a, 3 7. &7 . 280 |
7. Tabulation Sheets which summarize the information contained on documents 1-6,
Documents 1-5 are collected from each county and independent city school system
annually. Document 6 is collected from each county and independent city school

system monthly (9 per year). This file is arranged chronological by type of

in

report by school system. ,ppacy saMPLES OF THE FILE ,
' A AR
12 . EQUYPKERT NCCUPTIED _Mo. of Drawvers Cu. Pt. of Records ] ) Ro. of Drawers Cu. Pt;_ur Recnrds
ot Devers o 10 o 15 AIIUfL NATE OF ACCUMULATION 6 '7 18
B . . . : . - In Officela) In Storegs Areals)
, . L:g‘nl-uu File Dravers . 7 “I B B 14 ) huo.r Space -Occ\.'lplcd ls;_u?re Feet) v 20 - 100 sl
DO ) _ — i This . Last Precedingfail Prl(::r]
. . 'v - . - : e X Yerr's Yesr's Yenr's Yearn'
‘ : - AVERAGE DAJLY REFERENCES S !
1. - - ; ; e o armnes 1 g0 10 | 2 | 2
. |__-‘=T ) « . 5 R - 'f’ _

’prl. Al-io-ﬂ.: [ ’




= . __PAGE 2

- . - — — ) ". (X . ) ,q:
QUESTIONNAIRE Plece an “x" in the proper coluan. If ansver is "YES," please U_!p]..‘;!-n YES N.“J
13. Is this the Record Copy of the series? ST x] [ ]
14. Is there a duplication of thls series in another office or agency? -~ . +* (%] W]
Local Schoel Systems _
15. Is the information contained in this series eyver summarized or published? . X] [ ]
Attach copy of summary or publication. Annual Report Stat Series, Cys a{'-Ch
16. Does the. series cont_a.in classified information requlrlng securlty hendllng'? SRS 2 ) ¢

A ! ;E{ ) - o
17. Does the series 1n1t1ate, amend or termlnate a.gency EOllCleS a.nd procedures‘?

hf t ] EX]

- : 2 S0 e o vt
18. Could the functlon be performed if the files were lost or destroyed‘? - _ [ 1 [X]
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? [ 1 <X]
20. Does the record series provide data as input to an EDP file? [ 1 Ix]
21. Does the record series contain dotumentation produced as EDP printout?. = - ~u[ ] X1
22. Has the Federal Government issued instructlons governlng the retentlon/dlspo- L] b{]
o iaosition of these flles"‘ . e SLTLr wm LT E ,5: ;o
NUTE S ‘ oo L oL i SRl
Will there be a need for —these records 10, 15 years from now‘? If yes, what‘? [ ) I I
Vatﬁabte*ﬂtpor“tnptannrng-*resea;dr—ang—evai:uat;uu. T — -n..--.'\ -—._-_—_mfj—_*—m
24, REQUIREMENTS The followmg requlres the files to be keptPermanent]-Years L
a.[)STATE b. []STATUTE oF []AUDI'I‘ . 4. .[]F‘EDEBA#ILﬂ e, []ADMIN\.[STRATIVE St HHIUTORTCAL ]
LAW ' " LIMITATION ~ 'PERIOD ~ ~ LAW ' DFCTSION Co VALUT t ©

~ (Cite Law,: Statute, or qthep reason for_ the r tentmvz r"?zwrement)
Summaries and publication of statlst{ES staf@ed gn fate 0''s or arly 60‘

and for prior years, there is no other source for stat15t1cal 1nformat10n con-
cerning public education in the state..

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end

o R TS S P B TOR c i

(Indtcate bme fly rattoﬂale for recormnendatwns above/or wmte addztwnal remarks)

W

" of each ~-[]CALENDAR YEAR -[XFISCAL YEAR -[]OTHER ,then:
‘5 [X] Hold in the:currvent files drea month(s)/ siyear(s):
[ ] Transfer to [ } State Records Center [ ] Loca.l Holdlng Area., hold yea,r( ):
[ ] Destroy. - . e S N T U R i
[X] Transfer to State Archlves for permanent retentlon T P SR
[ ] Destroy immediately after cut-off. [ - L
[X] other: (Spmniy) local school systems reportlng to the State Dept of
Education are authorlzed to destroy thelr copies after annual f1sca1 aud11
has been performed._ﬂ S T SR o p',-—a,:%w;L o
T o B T '. L L T Sy S L ota .‘.)‘:.:‘ N
a Jro --_' ER T IR AR o B GRUELE

-

' .

Records Nanageggnt 9f ficer (Signature) 2 D:tfm. OTHER REQUIRED STGNATURES DATE
[ )
36. Recommendations Agency Head/Destgnee . /Lﬂ 7 ZZ/—
in paragraph 25 Approved Disapproved 4 2- /-
are: ate Auditor/Designee '
: Y Approyed [ ] Disapproved ; a- - 1V V2o
STATE RECORDS Se State/Deglbgnee ' / —— = .
COMMITTEE [] Apgrbied []Z7ms43proved _ . [2-/2-72,
Attdrney General/Designee
Approved Disapproved ? : /_-z_"/j‘*?‘l—




